06/08/10

DISTRICT 709
FIELD TRIP REQUESTS

In accordance with School District Policy District 6160, District 709 recognizes properly planned, well conducted, and carefully
supervised field trips may be a vital part of the curriculum. School field trips are encouraged within available resources and
requirements outlined below.

DIRECTIONS: Al staff are required to submit a Field Trip Request prior to the field trip being finalized with the involved
students and to:

» Receive administrative and/or extra-curricular coordinator approval for all instructional and supplementary field trips
> Receive administrative reviewal and school board approval for all extended trips (Exceptions may be granted by the
school board chair to accommodate emergencies.)

DEFINITIONS:

Instructional Trips - Trips that take place during the school day, relate directly to a course of study, and require student
participation. Fees may not be assessed against students.

Supplementary Trips - Trips in which students voluntarily participate in and which often take place outside the regular school
day, but do not include overnight stays. Financial contributions may be requested of students.

Extended Trips Within Minnesota and Continental United States - Trips that involve one or more overnight stops within
Minnesota or the Continental United States and may be instructional or supplementary and are voluntary in nature. Extended
field trips require school board approval prior to the trip.

INSTRUCTIONAL TRIP ACTION
Principal: ] Approved Name:
1 Not Approved Date: .
SUPPLEMENTAL TRIP ACTION I
Principal: (Zl/Approved Name:
] Not Approved Date: . 4/2/

Instructional/Supplemental Trips need not be sent to District office.

EXTENDED TRIP ACTION

Principal: '[Z/F;ecommended Name:

1 Not Recommended Date: 4 D, ’
f -t Az s ,r/ (
Assistant Superintendent: (=T Recommended Name: __ - '%‘/Wf
[ Not Recommended Date: /7 // :
School Board: (1 Approved Name:
1 Not Approved Date:

All extended trip proposals must be sent to the Assistant Superintendent’s Office to be placed on the
Education Committee meeting agenda for approval.




ricLu 1HIF REQUEST FORM

Date of Submission:
Type of Trip: M Instructional 1 Supplementary [1 Extended
1. Organization/Grade/Course Planning Trip: /\, Ie '\'Oﬂ ¢ {Ya(lﬂ, 5
2. Contact Person (Responsible for Checklist Completion): Jﬁ mb%/ %d@f/ SC’
3. Field Trip Date(s) - Jan A=, 2013 Destination: De&? ()OY 4-0(\6 Emu\mnmenﬁll
LU’/\I \J
4. Field Trip Overview (Include events, establishments and locations): juc%% ave _invplue d) Center
FANI | ﬂév\u\*\o\\ SNl inguiry and f"’er\umH [+eam
s ed ochvihies %vmqhoui' 2ach of the ys o [ep (ortae e "0s /71
5. Field Trip Departure from School (Date and Time): \rM\ Uy Cf QOI 2 XIS o
Field Trip Return to School (Date and Time): A&r\u[u \l ! l 3 30 PM
6.  Objectives of Field Trip: o&((’iﬁn*’b oo ) 6ko&aehu lessans Q;ld‘efj b(-/ +he mMr
C\mde 6 4Ca(l€m\c Stondards in Science -shiand ‘/ Lile Seience
AWVE n l\v'\A ) +lf§.
7. RelatlonshlptoCumculum orStudent Leaming: D, vpot Covre lltion0 <o ience.
_’DJ(LK(YJ(N{}‘) ard Co.”rwunrH bu\\(\..:\ﬁ Gﬂv ~S chtug\th @ J\)CP( leton .
8. Planned Follow-up Field Trip Activities: Ofeé’mc[ms{— activibies ﬂLah gb\pp within_cksseoom
and e Loexay Yt ove dured\\z tied 4 eme,neows @ Lrep Vcﬂcgg
9.  Field Trip Budget Request
Estimated Expenses
Total Admission/Fees 50 Shudents @¥96-50 ~ 10 Cepernnes /,; ‘M"%?J‘IO
Total Meals $ includéd
Total Lodging $ nclodéd
Total Transportation $ el o
(] School District Vehicle(s) o
[ Commercial Transportation Carrier ~ Name: l,z%. st Y€0YS
[ Private Vehicle (requires certificate of insurance) ~ Name: CosSY
Total Additional Stipends: $ A/A
Other: $ N/A
Total $4, 625
Revenues
District Budget | Code: $ = f-
Booster Group $ (pran £
" Donations $ - J ac lont
Student Fees $ 9 S
[ Total Additional Stipends: $ TUNA ! /
 Total $
11. Reviewed/Completed Request Checklist: &1 Yes 1 No

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL



FIELD TRIP REQUEST CHECKLIST - All Field Trips

DIRECTIONS: Please complete checklist. No attachments are necessary.

X1 Develop and Communicate Student Discipline Expectations
Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians
O Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies,
medications, special needs.)
Gain Access to Cell Phone for Field Trip
Plan Arrangements for Early Pick-Up or Late Drop-Off Students (if necessary).
Guide: May choose to leave message on school voice mail to help with late drop off.
Plan Meal Arrangements (if necessary)
Reminder: Notify food service of non-participation.
Plan Administration of Student Medication and First Aid Needs (if necessary)
Guide: Contact School Nurse.
Develop and Communicate Action Plan if Student Gets Lost on Trip
Arrange Adult Chaperones for Field Trip (if necessary)
Guide: One (1) adult for every twenty (20) students depending on field trip. Parent volunteers are encouraged when possible or
appropriate. Ny erery 5 kdg
Develop and Communicate Teacher and Adult Chaperone Expectahons
Example: Supervision duties, no smoking, no alcohol
Planned ltinerary

HH K N

SRR

TIME LOCATION

Ynuwany 94-11L9013 Deep boctoae ELC

' 297 Novre Cenkr OAVE N

‘quans&ck N2 5dqs52
N - LA -D2s5

Xl Maintain Student Roster and Check-in/Check-out Procedure
XI Arrangement for Safety Needs (| e crossing guards)
/

Signature of Contact Person: Jf WN\ \ Q VY JJ/ SO
’ f
FIELD TRIP REQUEST CHECKLIST - Extended Trip Only
DIRECTIONS: Please complete checklist and attach all appropriate materials.

Develop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians

Note: Attach tentative planned itinerary.

Arrange Funding of Expenses During Trip Fuuncleaise,rs cod

Arrange Meal Plans '

Arrange Lodging Plans and Room Assignments %
Collect Family Emergency Information for Students ~col\ected for Ade lieten unel ©Oee@ (ov e 2@_
Example: Home phone numbers, emergency contacts, medical information

Additional Information

Note: Provide any addltlonal/v:}‘ormatlon.", ‘ |

Signature of Contact Person: ',»‘,C/VIM,Q/\ COUNSO

/ b

K AKRE K
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DISTRICT 709
FIELD TRIP REQUESTS

In accordance with School District Policy District 6160, District 709 recognizes properly planned, well conducted, and carefully
supervised field trips may be a vital part of the curriculum. School field trips are encouraged within available resources and
requirements outlined below.

DIRECTIONS: All staff are required to submit a Field Trip Request prior to the field trip being finalized with the involved
students and to:

> Receive administrative and/or extra-curricular coordinator approval for all instructional and supplementary field trips
» Receive administrative reviewal and school board approval for all extended trips (Exceptions may be granted by the
school board chair to accommodate emergencies.)

DEFINITIONS:

Instructional Trips - Trips that take place during the school day, relate directly to a course of study, and require student
participation. Fees may not be assessed against students.

Supplementary Trips - Trips in which students voluntarily participate in and which often take place outside the regular school
day, but do not include overnight stays. Financial contributions may be requested of students.

#RExtended Trips Within Minnesota and Continental United States - Trips that involve one or more overnight stops within
Minnesota or the Continental United States and may be instructional or supplementary and are voluntary in nature. Extended
field trips require school board approval prior to the trip.

INSTRUCTIONAL TRIP ACTION
Principal: (1 Approved Name:
[ 1 Not Approved Date:

SUPPLEMENTAL TRIP ACTION
Principal: (1 Approved Name:
(] Not Approved Date:

Instructional/Supplemental Trips need not be sent to District office.

EXTENDED TRIP ACTION
Principal: }a’ Recommended
1 Not Recommended

Q1
Y NED

Assistant Superintendent; Eﬁ{ecommended

1 Not Recommended Date: [L DU
School Board: 1 Approved Name:
1 Not Approved Date:

All extended trip proposals must be sent to the Assistant Superintendent’s Office to be placed on the
Education Committee meeting agenda for approval.




Date of Submission:

Type of Trip:

1.

2
3
4

20

w

1.

FIELD TRIP REQUEST FORM

[ Instructional [ Supplementary X Extended

Organization/Grade/Course Planning Trip: } 2 on Q A “Band Q@(LALs b
Contact Person (Responsible for Checklist Completion):  CAawre Cho [m DHS orchesta
Field Trip Date(s): ™ J' s —H j lo Destination: WA Shi. ing HMD L

Field Trip Overview (Include events, establishments and locations):

W.S. ﬂauhl _Nat') Mall monymeots, Nat'l  Ardives, Nat| 200,

SM*‘\_SM Mt Vernon, Mt Art (’MMVV ¥ comesd

Field Trip Departure from School (Date and Time):  FRL. |5  ane (esh Bam)
Field Trip Return to School (Date and Time): Wed Hln pm (eot- (D ] m)

Objectives of Field Trip: __ Edweativnad  amd. 4+ emase ukﬁucm%_
_:H&_sbm&wmm with tacl. Madmw!meoLomf

in JQDHWM in ﬂ(/g@rm
Relationship to Curriculum or Student Learning: .

Cocus as well as  prcd fidunad o(mg,us E!Mw music rdate +

Planned Follow-up Field Trip Activities:

m_pl.érzaﬂ%_.w:’( (istning *F classical sfyles
famwfﬂms

Field Trip Budget Request
r Estimated Expenses \
| Total Admission/Fees $—0 -
| Total Meals $ 100 [purson
Total Lodging $ R00]pmson
Total Transportation $ J
[_] School District Vehicle(s) s
B4 _Commercial Transportation Carrier ~ Name: LLS  comhe £
l [ Private Vehicle (requires certificate of insurance) ~ Name: QOO/P.EMS””
| Total Additional Stipends: $ —
Other: $
Total $ [ 544 501
2
( Revenues ~
| District Budget | Code: $ ]
| Booster Group * wit cover any ghartfulls o4 % evtny '4/1‘5“/ =S
' Donations $
| Student Fees $ 500”7
| Total Additional Stipends: $ | e hawve Yo studint ¥7s )
| Total $ H W/ 2 diceckors v | paust
Reviewed/Completed Request Checklist: @ Yes L1 No ehay ’

RETURN COMPLETED REQUEST TO BUILDING PRINCIPAL



FIELD TRIP REQUEST CHECKLIST - All Field Trips

DIRECTIONS: Please complete checklist. No attachments are necessary.

Develop and Communicate Student Discipline Expectations

Forward Field Trip Explanation and Fee Structure Letter Sent to Parents/Guardians

Collect Parent/Guardian Permission for Student Participation in Field Trip (Include request for special information - i.e. allergies,
medications, special needs.)

Gain Access to Cell Phone for Field Trip

Plan Arrangements for Early Pick-Up or Late Drop-Off Students (if necessary).

Guide: May choose to leave message on school voice mail to help with late drop off.

Plan Meal Arrangements (if necessary)

Reminder: Notify food service of non-participation.

Plan Administration of Student Medication and First Aid Needs (if necessary)

Guide: Contact School Nurse.

Develop and Communicate Action Plan if Student Gets Lost on Trip

Arrange Adult Chaperones for Field Trip (if necessary)

Guide: One (1) adult for every twenty (20) students depending on field trip. Parent volunteers are encouraged when possible or
appropriate.

Develop and Communicate Teacher and Adult Chaperone Expectations

Example: Supervision duties, no smoking, no alcohol

Planned ftinerary

N M NN NRE

M

Bl K

TIME LOCATION

[ Maintain Student Roster and Check-in/Check-out Procedure
Lal Arrangement for Safety Needs (i.e. crossing guards)

Signature of Contact Person: d[ﬂﬁ" ,4. déggo

FIELD TRIP REQUEST CHECKLIST - Extended Trip Only
DIRECTIONS: Please complete checklist and attach all appropriate materials.

Develop and Complete Field Trip Itinerary and Emergency Telephone Contacts Letter to Parents/Guardians
Note: Attach tentative planned itinerary.

Arrange Funding of Expenses During Trip

Arrange Meal Plans

Arrange Lodging Plans and Room Assignments

Collect Family Emergency Information for Students

Example: Home phone numbers, emergency contacts, medical information

Additional Information

Note: Provide any additional information.

Signature of Contact Person: @/4’”’ /J' 6% W

B XIEMY [




